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OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTOR' 
RECORDS MANAGEMENT DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
-- 

INSTRUCTIONS: See Publication No. 76-RM-! for insthctions on campleting this forifi.fForward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue: Atlanta, Georgia, 30334, 

I 

:-,* -_-,~ 

FOR RECORDS MANAGEMENT USE 
.I___ .- 1. Agency Address 

Department of Education Application Number 

18- 20 I Standards and Assessment Division 
Private College Standards 
302 Educational Annex Date Heceived Dafi&mpleted 
156 Trinity Ave., SW 

---. 

30334-- . - -___  - AUG 2 I 1978 L S E P  1 3 1978 ~ -_ 
~ ~ ~ ~~ ~. Atlanta. GA ~ ~ -~ -.. .- 

Working Title Telephone Number 
Coordinator 656-2538 

~~ 

Jerry Roseberry - ~ - .. .~ . . ~. 

3. Action Requested 
a. Po Estaoiisn Retention Schedule: record will continue to  accumulate. I b. 0 Disoose ofbresent accumulation: no further accumulation anticipated. 

l l l .  

c. -O-.AmeEd Application No. -_lll_ Checkone: pl_ 0 Cha-; 0 Supercede; 0 Void 
I 5. Records Series Title ffollowed bv title usxi in office; if different1 

Earliest 
ES STUDE~ RECORD FILES ---_ __I__ .. 

6. Division and .Qffice Function What is the function of the Division and the Office in which this record series is createdl-  

The Pripate College Standards Unit, a section of the newly-created Standards 
and Assessment-Division, has been created to administer the Postsecondary Educational 
Authorization Act of 1978 (House Bill No. 112), a state law which provides for the 
licensing and regulating of certain defined degree-granting private colleges and 
universities. 

- I_ - _- I-- 

7. Record Series Description This file contains the following documents (include form numbenand tirles, if any): 
Attach samples of the file. 

Documents relating to: maintaining enrollment , performance, transfer, graduation, termination 
and follow-up records on individuals who made application for and/or were 
formally enrolled in private degree-granting colleges in Georgia that have 
ceased operations. 

Included are: student record files, containing, but not limited to, the following documents: 
enrollment application, GED or high school transcript, registration information, 
college transcript, course curricular information, preregistration schedule, 
transferred credit evaluation, Veterans Administration information, transfer 

, and dismissal records. 

Fileisarr4nged:alphabetically by school; thereunder alphabetically by student last name. I 
_I__ - 

I s M o n t h l y  5 e K k a  Rate How often are records referred to which are: 

One to six months old 1 : Seven to  twelve months old --1-: Thirteen to twenty-four months old L-.~-; 
. _ ,  twenty-five months and older-0 -. 7 

- -. ~ --.- I _ _ _ _ _ ~ - - - -  

9. Annual Rate of Accumulationof Records t Letter-size drawers --~---; Legal-size drawers ; Shelves ;Other (specify) ~ _ _ _ _  
Varies with number of private school closures and sizes of student populations. 

-----_/(_ 

AR-50-71. Rev. 76 [ O v a l  



.._ ' 
-.-c . .- . . . . ~ ~ - . - ~ - ~ ~ ~ ~ - , ~ .  _ - ~ j _ _ _ . ~  ~~. -- 

? 

r )  
a. I s  this the official copy of the series? 

.- --.__ ~- t 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, qu ld  these 
ratelv? 

g. Is'the information contained in th is  series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of th is  series in your office, or in another office or agency? 
_I- 

- -  - .  -.-lhesAua& CODY. _____ --.. 

ere 
_I -- - 

I- __ 
11. Retention Requirements The following requires the series to be kept: 

a. State Law 0 years. d. Audit p&iod 0 years. 
b. Statute of limitation ----years. 0 e. Administrative need 50 years. 
c. Federal law D years. f. Federal retention instructions 3 years. 

Attach copy or excerpt of laws or regulations. Explain administrative n&d. 

Retention of records for 50 years allows former students to secure documentation of 
schoo1,credits or course completion during a student's life work span for further 
education or employment. 

-- -- *-- 

12 Anorwed Disposition Instructions This agency recommends that  the file s e r K c u t  otf at  tht end of each: 

0 Calendar-Year; b ~ ~. Fiscal rear; h Other _s]sq- .~ -then, 
. .  , . .~ . 

. . .  

Hold in the airrent filesaha ~~ month(s) yearis); then 
0 Transfer to local holding are'a. hold -~~ 

Lgl Transfer to State Records Center; hold A y e a r ( s ) ;  then 
[XI Destroy. 
0 Transfer to State Archives for permanent retention. 

Other ISpecifyl 

.~ yearb); then 

~. . ~ . .~ I 
.~ . -  . ~~ 

. .  
.~ 

.. . .. 
~ 1 

. .  
. .  . .  . ~. . .  

. .  

These instructions apply to all prior and future accumulations of the series. I A I 

graph 12 are approv 

I 
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Wrmrr R + n  
Stat. Suprrlntendcnl oJSchooIa 

Georgia Department of Education 
Office of Adrnlnlrtrathre Sedces ' 

TwJn Towers East ' 

Atlanta. Georgia 30334-5050 

July 9. 1991 

Mr. William Mangum 
Director 
Nonpubl i c  Postsecondary Education Comnission 
2082 Exchange Place, Suite 200 
Tucker, Georgia 30084 

-. . . .  r 

A 

Dear Mr. Mangum: 

I n  compliance w i t h  Section 8 of HB 317 which provides for  the establishment 
of the Nonpublic Postsecondary Education Comnission effective July 1, 1991, 
the Department of Education hereby transfers the Records Retention Schedules 
l i s ted  below to your agency. This transaction will maintain legal require- 
ments and ensure continuity i n  the records management procedures for  your 
program. A copy of the letter dated November 27, 1990 to  Stephen Dougherty 
of the Georgia Student Finance Comnission is  enclosed. T h i s  l e t t e r  addresses 
the i n i t i a l  transfer of records fo r  administrative purposes in compliance 
with Article 4, Section 6 of HB 1254. 

Copies of the following Records Retention Schedules for your f i l e s  are 
enclosed. 

(1) Schedule 76-3 - Closed Proprietary Schools 

(2) Schedule 76-97 - Proprietary Schools Administrative Files 

Student  Record Files 

(3) Schedule 78-201 - Closed Private Colleges 

(4) Schedule 80-405 - Private Colleges Application>Case Files 

'Copies of Records Transmittal and Receipt Forms which describe i n  detail  
the records currently stored a t  the State  Archives and State  Records Center 
through November 27, 1990 were given t o  Stephen Dougherty and Wanda Gray 
a t  the November meeting. I am enclosing copies of the transmittals for 
a l l  records placed i n  storage from t h a t  date until April  24, 1991 when the 
transfer of a l l  e l ig ib le  records t o  the State  Archives and State Records 
Center was completed. Also enclosed i s  a complete l i s t i ng  by Accession 
Number for  each Records Retention Schedule. 

Student Record Files 
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. .  I 

M r .  W i l l i a m  Mangum 
Page 2 
July 9, 1991 

I '  
I 

Your s t a f f  may rece ive  ass is tance w i th  records management p o l i c i e s  and 
procedures f rom the Department o f  Arch ives  and H i s t o r y .  
D i r e c t o r ,  may be reached a t  656-2538 and Robert  Wi l l iams,  Manager o f  
t h e  S t a t e  Records Center, may be reached a t  756-4860. I hope t h a t  you 
and y o u r  s t a f f  w i l l  be successfu l  i n  accompl ish ing your  m iss ion  and 
meet ing you r  goals .  
management p lease f e e l  f r e e  t o  c a l l  me a t  656-2513. 

Edward Weldon, 

I f  I may be o f  f u r t h e r  ass is tance rega rd ing  records 

S ince re l y  , 

V i c k i e  Oakes 
Records Management O f f i c e r  
General Serv ices Sec t ion  

vo: vo 

Enclosures 

cc: B i l l  E. Oenman 
Wanda Gray 

A d w a r d  Weldon 
Rober t  W i l l i ams  
B i  11 Stephens 


